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Subject: How to Personalize Your Record Working Time Screen in MySCEmployee ESS

Audience: HR Directors, Training Coordinators, ESS Time Entry Users

Did you know that you can customize the screen you use to enter working time in MySCEmployee

Employee Self Service (ESS)? It’s true, and the SCEIS Team encourages you to give it a try to optimize

your time-entry experience. Just follow these steps.

Step 1. Go to the Record Working Time screen. Click on the “Enter Daily Time” tab as usual.
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Step 2. Hold the control key down on your keyboard and right-click (click with the right-side button on
your mouse) on the area in red below, in the “Hours” column.

NOTE: Make sure to click to left of the 00:00 in the hours column for menu to appear correctly.
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Step 3. Click on the arrow next to rearrange columns to expand this menu.
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Step 4. Make your changes.
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A. Hide a column: To hide a column, click the column that you would like to hide until it's
highlighted within the “Displayed columns” table on the right. After the column is highlighted,
click the “hide” button to move it over to the “Hidden columns” table. Continue this step if you

wish to hide additional columns.

B. Rearrange columns: To rearrange the order of the columns, click on the column that you
would like to move within the “Displayed columns” table on the right, and click the “Up” button
to move the column further left in the timesheet or click the “Down” button to move the column
to the right in the timesheet.

C. After you are finished, click “Ok” button to exit screen.
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NOTE: If you would like to undo all of your changes, click the arrow next to “Extended options” to
expand this menu and click “Reset All for this Table.” This will return your timesheet to the original
layout. See screenshot below.
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If you have any questions about this message, please contact the SCEIS Service Desk at (803) 896-
0001 (select option 1 for SCEIS help) or use the email form available at the following link:
http://www.sceis.sc.gov/requests/.
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